DELGADO COMMUNITY COLLEGE
PURCHASING DEPARTMENT
2703 GENERAL DEGAULLE DR
NEW ORLEANS, LOUISIANA 70114
(504) 762-3027

INVITATION TO BID

BID NAME:
R001990 – Lecterns and Lectern Accessories

TO BE OPENED ON:
February 10, 2010 at 3:00PM

CONTACT PERSON:
James Doss
(504) 762-3030

________________________________________
NAME OF COMPANY

________________________________________
ADDRESS

________________________________________
CITY, STATE, ZIP

________________________________________
PHONE NUMBER          FAX NUMBER

________________________________________
SIGNATURE OF COMPANY REPRESENTATIVE

________________________________________
NAME (PRINTED) & TITLE OF COMPANY REPRESENTATIVE

** This form must be completed and submitted with your bid

I.  GENERAL INFORMATION


1. Any questions regarding this Invitation to Bid shall be in writing and shall be addressed to James Doss at the following address:
	Delgado Community College
	Temporary Executive Offices
	2703 General DeGaulle Dr
	New Orleans, La 70114-6222
Any additional information resulting from such inquiries shall be distributed to all bidders via addenda. The College will not be responsible for any other explanation of the documents. 

2. Bids may be submitted by mail or in person. Mailed bids and hand carried bids shall go to the address in item #1. Do not leave hand carried bids at the front desk. If bids are delivered via an express mail carrier, the bid name shall be on the outside of the packaging. 

3. Each bidder is solely responsible for the accuracy and completeness of its bid. Errors or omissions may be grounds for rejection, or may be interpreted in favor of the College.

4. Each bidder is solely responsible for the timely delivery of its bid. Delgado Community College will not be responsible for any delays in the delivery of bids, whether delayed in the mail, or for any reason whatsoever.

5. Only the issue of a purchase order or a signed acceptance of a proposal constitutes acceptance on the part of the College.

6. Assuming there is no prompt payment discount provision, payment will be made within 30 days from receipt of products in satisfactory condition, or within 30 days from receipt of invoice, whichever is later.












[bookmark: OLE_LINK1]II.  SPECIFICATIONS
R001990 – Lectern and Lectern Accessories 

SCOPE OF WORK:

THE SUCCESSFUL BIDDER SHALL FURNISH AND DELIVER THE ITEMS LISTED BELOW TO DELGADO COMMUNITY COLLEGE, CITY PARK CAMPUS, ATTN:  CURTIS KENNEDY, 615 CITY PARK AVENUE, BUILDING 38, BEHIND HENRY BRADEN VOCATIONAL TECH. COMPLEX (DOWNSTAIRS), NEW ORLEANS, LA 70119.

LIST OF ITEMS:

SUCCESSFUL BIDDER WILL PROVIDE THE FOLLOWING:

1. Freedom Lectern – Color:  Wild Cherry/Black  
· Adjustable-height work surface electrically-adjusts from 28"-40" high
· Scratch and impact-resistant 11/16" high-pressure laminate work surface
· Work surface provides ample room for papers, laptops, projectors, and most peripherals
  	 and has left and right pre-drilled mounting holes for easy installation of optional monitor arms
· Four 3" twin-wheel swivel, locking casters provide mobility
· Standard 15' retractable 15-amp power cord reel provides quick and easy power access
· Standard six-outlet power strip with 3' cord, surge protection (1,000 joules) and lighted on/off switch can be used for peripherals or other accessories 
· Solid hardwood work surface surround provides privacy and styling
· Work surface and internal grommets keep wires and cords manageable
· Guaranteed to be free of all defects in materials and workmanship with a 10-year warranty

QUANTITY:  (6) EA. 	MANUFACTURER NO:  Spectrum Industries Model #55300    

	PRICE EA. HERE

	
	EXTENDED PRICE HERE
	
	BRAND/MODEL BID HERE
	
	STATE DELIVERY TIME ARO HERE

	
	
	
	
	
	
	



2. Folding Shelf Accessory for Freedom Lectern – Color:  Wild Cherry/Black
· Optional folding shelf with grommet provides an additional work surface when needed.

QUANTITY: (6) EA.              MANUFACTURER NO: Spectrum Industries Model #55301
	 
	PRICE EA. HERE

	
	EXTENDED PRICE HERE
	
	BRAND/MODEL BID HERE
	
	STATE DELIVERY TIME ARO HERE

	
	
	
	
	
	
	



3. Pull-Out Work surface Accessory for Freedom Lectern – Color:  Wild Cherry/Black
· Optional pull-out work surface / tray provides a convenient additional workspace.

QUANTITY: (6) EA.              MANUFACTURER NO:  Spectrum Industries Model #55302B
	 
	PRICE EA. HERE

	
	EXTENDED PRICE HERE
	
	BRAND/MODEL BID HERE
	
	STATE DELIVERY TIME ARO HERE

	
	
	
	
	
	
	




4. Removable Logo/Panel Plate:
· Shown on the student side.

QUANTITY: (6) EA.             MANUFACTURER NO: Spectrum Industries Model #55303B  
	 
	PRICE EA. HERE

	
	EXTENDED PRICE HERE
	
	BRAND/MODEL BID HERE
	
	STATE DELIVERY TIME ARO HERE

	
	
	
	
	
	
	




5. Logo Template:
· One-time setup and artwork charge for logos with graphics.

QUANTITY: (1) EA.             MANUFACTURER NO: Spectrum Industries Model #059537  
	 
	PRICE EA. HERE

	
	EXTENDED PRICE HERE
	
	BRAND/MODEL BID HERE
	
	STATE DELIVERY TIME ARO HERE

	
	
	
	
	
	
	




6. Custom Cut Logo:  
· Custom laser-cut logo (per unit logo charge).  Logo specifications will be provided upon award of the bid order.

QUANTITY: (6) EA.             MANUFACTURER NO: Spectrum Industries Model #55141  
	 
	PRICE EA. HERE

	
	EXTENDED PRICE HERE
	
	BRAND/MODEL BID HERE
	
	STATE DELIVERY TIME ARO HERE

	
	
	
	
	
	
	










TOTAL BID AMOUNT OF ALL LINE ITEMS: _______________________



NOTE:  ALL SHIPPING, HANDLING, ART, SCREEN, SET-UP, OR ANY OTHER CHARGES NECESSARY FOR PROVISION AND DELIVERY OF THESE GOODS AND/OR SERVICES MUST BE INCLUDED IN THE UNIT PRICING.  THE COLLEGE WILL NOT PAY FOR ANY CHARGES INVOICED OTHER THAN THE UNIT PRICE.   SHIP TO:  DELGADO COMMUNITY COLLEGE, CITY PARK CAMPUS, ATTN:  CURTIS KENNEDY, 615 CITY PARK AVENUE, BUILDING 38, BEHIND HENRY BRADEN VOCATIONAL TECH. COMPLEX (DOWNSTAIRS), NEW ORLEANS, LA 70119.










III. SPECIAL CONDITIONS

1. Delgado Community College of the State of Louisiana is an equal opportunity employer and looks to its contractors, subcontractors, vendors, and suppliers to take affirmative action to effect this commitment in its operations.

All bids must be submitted on the form(s) furnished for this purpose and must be filled out in ink or typewritten and signed in ink.  Do not erase, correct, or write over any prices or figurers necessary for the completion of this bid proposal.   If any corrections are necessary, each must be initialed by bidder.  Failure to comply with these requirements may cause your bid to be disqualified.

A response to a bid invitation is our only indication of your interest in college business.  Failure to respond to six (6) consecutive bid invitations may cause your name to be removed from the bidders’ list.

Effective September 1, 1991, in accordance with Act 1029 of the 1991 Regular Legislative Session, Delgado Community College will not be responsible for any sales tax, either state or local.

Effective August 15, 1997, in accordance with L.R.S. 39:1594 (Act 121), the person signing the bid must be:
a) A current corporate officer, partnership member or other individual specifically authorized to submit a bid as reflected in the appropriate records on file with the Secretary of State; or
b) An individual authorized to bind the vendor as reflected by an accompanying corporate resolution, certificate, or affidavit.
By signing the bid, the bidder certifies compliance with the above.

	All deliveries shall be made FOB Destination to the College unless otherwise specified by the College.  All freight charges are to be clearly stated on the bid form.  The College will not be responsible for freight charges not clearly stated as a part of this bid.

	Delgado Community College reserves the right to reject any and all bids and to waive any informalities.

	It shall be distinctly agreed and understood that the price quoted must be a firm price, and not be subject to change at time of the shipment of goods or delivery of services.

2. All items delivered shall be subject to inspection as to grade and/or quality.  If any item is inspected and fails to meet the specifications, the delivery already made will be held for the Vendor’s disposition or returned to the Vendor via Freight Collect.  If the Vendor fails to make satisfactory replacement within a reasonable time as determined by the College, the College reserves the right to cancel the item and to purchase it elsewhere.

3. If item(s) or services bid do not fully comply with specifications, including brand and/or product number, bidder must state in what respect the item(s)/services deviate.  Failure to note exceptions on the bid form will not relieve the successful bidder from supplying the actual products or services requested.

4. The College reserves the right to award the above items separately, grouped, or on an all-or-none basis, and to reject any or all bids and to waive any informalities including technicalities in specifications that preclude competition.


5. Any manufacturer’s names, trade names, brand names, or catalog numbers used in the specifications are for the purpose of describing and establishing general quality levels.  Such references are not intended to be restrictive.   Bids will be considered for any brand that meets or exceeds the quality of the specifications listed for any item.  Vendor must state the brand/model he or she is bidding on each item.

It shall be the sole responsibility of the Vendor to prove equivalency.  Vendor shall submit with the bid all illustrations, descriptive literature, and specifications necessary to determine equivalency.  Failure to do so may eliminate your bid from consideration.  The decision of the College as to equivalency shall be final.

6. If a vendor wishes to submit an alternate bid in addition to the brand/model requested, he or she may submit one (1) alternate bid.  The alternate bid must be a separate submission, must be clearly marked as an alternate, and must include all applicable forms (i.e., jobsite visit).  In addition, a separate, signed cover sheet must be submitted with the alternate.

7. The above quantities are estimated to be the amounts needed.  In the event a greater or lesser quantity is needed, the right is reserved by the College to increase or decrease the amount at the unit price stated in the bid.

8. In the event a greater quantity is needed, the right is reserved by the College to increase the amount, at the unit price stated in the bid, for (3) three months from the date of award.

9. NOTE: No overruns will be accepted by the College.

10. If the Vendor fails to make delivery within a satisfactory time as determined by the College, the College reserves the right to cancel the item and to purchase it elsewhere, charging the increase in price and cost of handling, if any, to the Vendor making the original unsatisfactory or late delivery.

11. Discounts for less than 1% and for less than thirty (30) days will not be considered in making awards.

12. It shall be specifically agreed and understood that the Bidders may attend the Bid opening.  They shall, whenever any award is considered, furnish specific samples for examination upon request by the College.  It shall also be specifically agreed and understood that the decision of the College shall be final.

13. No information will be given out as to opinions concerning the ultimate outcome while consideration of the award is in progress.

14. The college reserves the right to cancel this contract upon thirty (30) days written notice for failure of the Vendor to deliver on time, for delivery of unsatisfactory merchandise, or for any unsatisfactory performance by the Vendor as determined by the College.

15. Successful bidder will furnish written factory instructions for the operation and maintenance of the equipment purchased.

16. Successful bidder will be responsible for dockside delivery or products/materials in central receiving area.



17. In case of default by the Vendor, the College reserves the right to purchase any or all items in default on the open market, charging Vendor with any excessive costs.  Should such charge(s) be assessed, no subsequent bids of the defaulting Vendor will be considered until the assessed charge(s) have been satisfied.

18. List of distributors:  The Vendor signing the bid shall be designated as the Prime Vendor on any contract/agreement resulting from this bid.  If additional Vendors are authorized to receive orders for items covered under this proposal, the Vendor must submit, with bid, a list of those additional authorized distributors.

19. Delivery is of the essence and the College reserves the right to award to that Vendor providing the earliest delivery date.  The College also reserves the right to reject any Vendor who can not make delivery within (30) thirty days from the date of award.                                                                                     



** End of Bid Documents




